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RECORDS RETENTION AND DISPOSAL SCHEDULE
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/f««]Agency
^Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

1 .

TRAINING (EMPLOYEE) AREA

INDIVIDUAL EMPLOYEE TRAINING RECORDS:

These chronological records include all
information related to the training received
by any Division of Pretrial Detention and
Services employee throughout his/her tenure
of employment with the Division of Pretrial
Detention and Services.

A record on every Division of Pretrial
Detention and Services employee, containing
some or all of the following information,
will be maintained and/or monitored by the
Institutional'Training Manager (ITM) position
at the institution level and by the Director
Staff Development and Training position at Hd1

These records are confidential in nature, and
are considered as being an extension of the
employee's personnel file.

A. TRAINING VERIFICATION LOG FORMS Retain and maintain
for current employe
Forward to respecti
ITM upon employee
transfer. Forward t
personnel departmen
for inclusion in th
employee's personne
file upon termi.nati
of Division of Pret
Detention and Servi
Employment.

n
ial
es .

Schedule Approved by Department,
Agency,
or Division Representative.
Date ^flprU l , 1994
Signature:
[Typed Ndrtte Patti Brown

itle Director of Support Services

Schedule Authorized by State Archivist

Date

TLJL
iDGS 550-1 (Rev. 1/93)
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Page 2 of 7
/

Division/Unit
Department of Public Safety- Division of Pretrial
and Correctional Services „" Detention and Services

Item
No.

11
1

t

Description

B. PRE-SERVICE TRAINING RECORDS

(1) Signed statements that employees
have received a copy of handbook
and prescribed orientation OCR's.

(2) Orientation Program Test Answer
Sheets.

(3) Pre-Service Firearms Pre-test,
post-test and firearms score
sheet information.

(4) Academy Completion Verification
Forms.

Retention

Do not retain in
the training
record. Immediately
forward for
inclusion in the
employee's
personne1 file.

Retain for current
employees.

Forward to .
respective ITM
upon employee
transfer. Forward
to Personnel Dept.
for i nc1usi on i n
emp1oyee's
personne1 file
upon termination
of Div. of Pretrial
Detention and
Services
emp1oyment.

Retain one (1) copy
for current
employees in the
ITM's file. Forward
the ITM file copy i
upon employee
transfer. The
ori gi na1 will be
forwarded to the
personnel depart.
for inclusion in
the employee's
personnel records.

||
Jtab 550-1A (Rev. 1/93)

Figure 3A o. ' 7'.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No 1 6 1 2

Page 3 of 7

Agency
Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

Item
No.

Description Retention

(5) Personnel Transaction Forms

C • IN-SERVICE TRAINING RECORDS

(1) Test Answer Sheets.
(2) In-Service firearms pre-test,

post-test and firearms score
sheet information.

D . EMPLOYEE APPRENTICESHIP INFORMATION

Correctional Officers employed by the
Division of Pretrial Detention and
Services have an opportunity to
participate in a recognized apprentice-
ship program. Documentation of program
participation may include some or all of
of the following information.

(1) Apprenticeship Application Form
(2) Apprenticeship Form H

Information will be
logged on training
verification forms
then the transactio
forms wi11 be
destroyed.

Retain for current
employees. Forward
respective ITM upon
employee transfer.
Forward to Personne
Dept. for inclusion
employee's personne
file upon terminati
of DPDS employment.

Do not Retain in th
training record.
Immediately forward
for inclusion in th
employee's personne
file.

JUS 550-1A (Rev. 1/93)

Figure 3A
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

rtment of Public Safety Divis'i^
Correctional Services Detenti

Description

(3) Apprenticeship Forms D, E, and F.

PROGRAM FILES:

These fi les contain information related
to a specific training program presented
to employees. All information relative
to a specific program will be grouped
together.in an orderly fashion. Program
files may include some or all of the
fol1owi ng :

A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross Report Sheets
E. Matter of Records
F. Master Set of Sign-in Sheets

INSTRUCTOR CERTIFICATION RECORDS

The records reflect the instructor
certification information for those
employees who provide training in the
institutions, These records will be
maintained in an orderly and chronol-
ogical manner, and may contain any
or all of the following information:

Schedule No. 1612

Page 4 of 7 '

5ion^nj4r(3+r.a1

on and Services

Retention

A copy wi11 be
retained in the ITN
files for current
employees. Forward
to respective ITM
upon employee
transfer. The
original forms will
be forwarded
immediately for
inclusion in the
employee's personne
file.

Retain for two (2)
years and unti1 all
audit requirements
have been fulfilled
then forward to Sta
Records Management
Center for an
additional 13 years
then destroy.

:e

)GS 550-1A (Rev. 1/93)

Figure 3A



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1612

Page 5 Of 7

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial

Description Retention

Letter requesting certification.
MPCTC-18 Form
MPCTC-29 Form
MPCTC Instructor Evaluation Checklist
Certificates reflecting instructor
expertise in specialized areas.
MPCTC-22 Form

TUITION REIMBURSEMENT RECORDS: "

The record for employees who participate in
the tuition reimbursement program may include
any or all of the following information;

A. Career Development Plan(s)
B. MS-55? Request Forms
C. OS-1-TG Forms
D. OS-2-TG Forms
E. OS-3-TG Forms
F. OS-4-TG Forms

Retain for current
employees. Forward
to respective ITM
upon employee
transfer. Forward
to Personnel Depart
for inclusion in
employee's personne
file upon terminate
of Division of Pret
Detention and Servi<
employment.

n
ial
es

Retain for current
employees. Forward
to respective ITM
upom employee
transfer. Forward
to Personnel Dept.
for inclusion in
employee's personne
file upon terminatic
of DPDS employment.
The Hq ' s . Trai ni ng
Depart, maintains a
master file on all
current DPDS program
participants. Retain
each file for one (1
year after terminati
of DPDS employment,
then destroy.

-i

)GS 550-1A (Rev. 1/93)

Figure 3A •I.,:



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

U RECORDS RETENTION AND DISPOSAL SCHEDULE
™ (Continuation Sheet)

Schedule No. 1C1O

Page 6 ot 7

Agency . Division/Unit
Department of Public Safety Division of Pretrial
and Correctional Services __ Detention and Services

jltem
[No.n
5.

6.

L

Description

G. Tuition Reimbursement Quarterly Reports

OUT-SERVICE TRAINING VERIFICATION RECORDS:

In general, out-service training can be
defined as training programs received by
employees off-site or-offered by external
agencies. Out-service training verification
can include any or all of the fol levying
information:

A. Program brochure
B. MS -55 1 Form
C. Out-of-State Travel Request
D. Schedule of Training
E. Syllabus/agenda

STUDENT EVALUATION FORMS:

COMAR requirements state that employees
participating in approved training
programs must complete a student eval-
uation form.

Retention

A copy of the quart
report prepared by
will be forwarded t
each ITM. Retain f
three (3) years, th
destroy.

Retain for current
employees. Forward
to Personnel Dept.
for inclusion in
employee's personne
file upon terrninati
of DPDS employment.
The HQ's. Training D
retains a master se
MS-55 1 Forms and Ou
State Travel Reques'
for one (1) year af
the conclusion of t
fiscal year, then d<

Retain for two (2)
years and until all
audit requirements
have been fulfi1 led
then destroy.

X
)GS 550-1A (Rev. 1/93)

Figure 3A
• /
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1612

Page 7 of 7

Department of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and'Services

8 .

9 .

10

Description Retention

PLANS AND TRAINING COMMISSION APPROVAL

These documents record the actual training
presented in the classroom as well as whether
or not the materials were submitted to the
Correctional Training Commission for • approva1

RESOURCE, MATERIALS:
\ ----------------------

these materiaIs:incTude magazines, catalogs,
news 1etters, etc.

MINUTES FROM TRAINING MEETINGS:

These documents transcribe the activities at
quarterly training meetings.

GENERAL CORRESPONDENCE:

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

SHEETS

(5)Retai n for fi ve
years at the
institution, then
send to' State Recor
Center for fifteen
years, then destroy
The HQ's Training
Depart, retains a s
of records for thre
(3) years, then des

Retain for three (3
years or until infor
at ion becomes outdai
then destroy.

Retain for three (3)
years, then destroy

Screen annually and
destroy that materic
no longer needed for
current business.

Directives, policies
and other material
related to the
planning and policy
that illustrate the
development of the
agency r eta in
permanently for
eventual periodic
transfer to the Stat
Archi ves.

s
15)

t

roy

m--,

1

)GS 550-1A (Rev. 1/93)

Figure 3A



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

PEPARTMENT/AGENCY

Department of Public Safety
and Crtrrt*CTi-\ nnai Sprvi nPR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

Division of Pretrial
Dpt-p.ntion and Services

AGENCY RECORDS INVENTORY

Page L Of 10

3. UNIT

Baltimore City Detention
Center

DEFINITION - Record* Serial - A group of related record* normally filed and uiad a* a unit for reference a* wall a* retention and disposition purposes

4. RECORD SERIES TITLE

TRAINING

5. EARUEST YEAR / LATETEST YEAR

•1991.
TO_

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Individual Employee Training Records
Training Verification Log Forms
Pre-Service Training Records
In-Service Training Records
Employee Apprenticeship Information!)

7. RECORD SERIES FORMAT(S)

Letter Size D Microfilm

D Legal Size a Computer Tape '

o Bound Book n Floppy Disk

D Audio Tape a Video Tape

• Other (Specify) '

8. RECORD SERIES SEQUENCE

X Alphabetical

D Numerical

a Chronological

• Geographical

D Other (Specify)

9. VOLUME
M File Drawer(s)
a Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specify)

14
Number

11. FILE IS USED

« Daily • Weekly Q Monthly

12. FILE BECOMES INACTIVE AFTER
Termination of Employment

D Month(s) D Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor, Room':

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) a reguiation(s)

D Yes • X No

16. AUDIT REQUIREMENTS

D None ^& State o Federal D Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

Q Yes NO

18. RECOMMENDED RETENTION

Retain for current employees. Forward to respective ITM
upon employee transfer. Forward to Personnel Dept. for
inclusion in employee's personnel file upon termination.

-ommunication/Fleet Coordinator
Richard A. Bradley

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

^KPARTMENT/AGENCY

^^)epartment of Public Safety
and ("Yvrreyi'H onal S*»r-vi rv=Q

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial

AGENCY RECORDS INVENTORY

Paqe 3 L Of | ^

3. UNIT

Baltimore City Detention
Center

DEFINITION • Ricordt Stritt - A group of riltted rtcordt normilry flltd ind utid n i unit for rtfirtnci i t well i t rtttntlon ind ditpotltlon purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1'QQ1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Program Files
These f i les contain information related to a specific training program presented to
employees. Al l information relative to a specific program w i l l be grouped together
in an orderly fashion. Program f i les may include some or a l l the following:
A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross Report Sheets
E. Matter of Records
F. Master Set of Sign-in Sheets

7. RECORD SERIES FORMAT(S)

^ ^ _ 5 5 Letter Size • Microfilm

^ ^ ^ o Legal Size a Computer Tape •

a Bound Book a Floppy Disk

D Audio Tape a Video Tape

D Other (SDecifv)

11. FILE IS USED

X> Daily a Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg Floor Room)
!l
it Training Office
I Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

D Yes - r3C No

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and -
describe any hardware/software)

J f c l ^ • Yes X i Now
Richard A. Bradley
Communication/Fleet Coordinator

8. RECORD SERIES SEQUENCE

cX Alphabetical

• Numerical

• Chronological

• Geographical

• Other (SDecifvl

9. VOLUME
X File Drawer(s)
• Microfilm Reel (s)
• Computer Tape (s)
D Other (SDecifv)

14
Number

10. ANNUAL ACCUMULATION
3S File Drawer (s)
• Microfilm Reel (s)
• Computer Tape(s)
a Other (SDecifv)

14
Number

12. FILE BECOMES INACTIVE AFTER

2 • Month(s) rX Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes )£> No

16. AUDIT REQUIREMENTS

a None K State o F

18. RECOMMENDED RETENTION / / / i f ///,

20. TELEPHONE NUMBER

410-627-1361

ederal o Indeoendent

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

EPARTMENT/AGENCY

"Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page . Of /o
3. UNIT

Baltimore City Detention CentjJer

DEFINITION • Rtcordt Strict - A group of rtUtad rtcordt normtlly flltd ind uttd i t i unit for rtftrtnet i t wall i t rettntion ind ditpotlUon purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991
_TO_

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Instructor Certification Records
The records reflect the instructor certification information for those employees who
provide*training in the institutions. These records will be maintained in an orderly
manner, and may contain any or all of the following information:
A. Letter requesting certification.
B. MPCTC-18 Form
C. MPCTC-29 Form
D. MPCTC Instructor Evaluation Checklist
E. Certifications reflecting instructor expertise in specialized areas.
F. MPCTC-22 Form

7. RECORD SERIES FORMAT(S)

A f f Letter Size a Microfilm

D Legal Size • Computer Tape •

a Bound Book • a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify) ' .

8. RECORD SERIES SEQUENCE

X Alphabetical

D Numerical

• Chronological

a Geographical

D Other (Specify)

9. VOLUME
& File Drawer(s)
a Microfilm Resl (s)
D Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
£> File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
n Other (Specify)

Nui.iher

11. FILE IS USED

Q Daily o Weekly cX Monthly

12. FILE BECOMES INACTIVE AFTER E m p l o y e e T rans fe r

a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED .\SEWHERE7 (If yes, specify agency or office)

)6 Yes W o o d s t o c k A c a d p m y o No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes • X No

16. AUDIT REQUIREMENTS

a None [X State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

D Yes No

18. RECOMMENDED RETENTION

Retain for current employees. Forward to respective ITM
upon employee transfer. Forward to Personnel Dept. for
inclusion in employee's personnel record upon termination.

chard A. Bradley
Prvnnrmni r* ("Vy>r"rH n a f n r

20. TELEPHONE NUMBER

410-637-1361

21. DATE .

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

DEPARTMENT/AGENCY

"Department of Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention
Center

DEFINITION - Rtcordi S»ri«« - A group of rdated records normally flltd and u«*d at a unit for rcftranct at wall at retention and ditpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1-991
_TO.

6. RECORD SERIES DESCRIPTION ( 8nefly descnbe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Tuition Reimbursement Records
The record for employees who participate in the tuition reimbursement program may
include any or all of the following information:
A. Career Development Plan(s)
B. MS-551 Request Forms
C. OS-l-TG Forms
D. OS-2-TG Forms
E. OS-3-TG Forms
F. OS-4-TG Forms

G. Tuition Reimbursement Quarterly Report

7. RECORD SERIES FORMAT(S)

rX Letter Size a Microfilm

a Legal Size • Computer Tape •

• Bound Book o Floppy Disk

• Audio Tape o Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

Q Alphabetical

D Numerical

D Chronological

o Geographical

D Other (Specify)

9. VOLUME
}fo File Drawer(s)

a Microfilm Reel (s)
• Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
q ( File Drawer (s)
D Microfilm Reei (s)
D Computer Tape(s)
a Other (Specify)

Number

11. FILE IS USED

D Daily a Weekly X Monthly

12. FILE BECOMES INACTIVE AFTER Employee T rans fe r

o Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

H Yes Ha ' s Tra in ing Dept. a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s)

a Yes • % N o

16. AUDIT REQUIREMENTS

• None X State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

• Yes No

18. RECOMMENDED RETENTION

Retain each file for one (1) year after termination of
DPDS employment, then destroy.

.<,'. N,
-_LChafd A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

PARTMENT/AGENCY

ipartment of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page 6 " Of

3. UNIT

Baltimore City Detention
Center

DEFINITION • Record* Stritt - A group of rtlattd rtcordt normtlly filed ind used •• i unit for rtftrtnct at wttl i t retention and ditpotition purpotst.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsyforms found in the Series. Include the purpose or function of the Series)

Out-Service Training Verification Records
In general, out-service training can be defined as training programs received by
employees off-site or offered by external agencies. Out-service training verification
can include any or all of the following information:
A. Program brochure
B. MS-551 Form
C. Out-of-State Travel Request
D. Schedule of Training
E. Syllabus/agenda

7. RECORD SERIES FORMAT(S)

^ ^ & Letter Size a Microfilm

a Legal See a Computer Tape •

o Bound Book o Floppy Disk

D Audio Tape o Video Tape

D Other (Specify) '

8. RECORD SERIES SEQUENCE

X Alphabetical

a Numerical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME
X) File Drawer(s)
• Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
Xi File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily a Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

a Month(s) XD Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes ^fe No

15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulation(s)

a Yes - cX No

16. AUDIT REQUIREMENTS

a None & Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and •
describe any hardware/software)

• Yes X No

18. RECOMMENDED RETENTION

Retain for current employees.
retain^ for one (1) year.

After employee leaves,

Lichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

. AGENCY RECORDS INVENTORY

Page. Of

IEPARTMENT/AGENCY
Department of° Public Safety
and Correctional Services

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT
Baltimore City Detention
Center

DEFINITION - Rtcordt SarlM - A group of ralatad record* normally flltd and ut*d aa a unit for rtftrtnc* at wall a* rsttntion and diipotition purpotct.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

TQ

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Student Evaluation Forms
COMAR requirements state that employees participating in approved training programs
must complete a student evaluation form.

7. RECORD SERIES FORMAT(S)

J f Letter Size o Microfilm

D Legal Size D Computer Tape •

a Bound Book o Floppy Disk

D Audio Tape o Video Tape

D Other (Specify) '_

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X Chronological

Q Geographical

a Other (Specify)

9. VOLUME
z> File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)

D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
a Other (Specify)

2
Nui,':!er

11. FILE IS USED

& Daily D Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

2
Number

a Month(s) X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED iiSEWHERE? (If yes, specify agency or office)

D Yes ' X No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • 33 No

16. AUDIT REQUIREMENTS

D None • ex State D Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes No

18. RECOMMENDED RETENTION

Retain for two (2) years and until all audit requirements
have been fulfilled, then destroy.

'ichard A. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

EPARTMENT;AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

Page "~J Of /o
3. UNIT

Baltimore City Detention
Center

DEFINITION • Recordt SerUt - A group of rtlated rtcordt normally flltd and uttd at a unit for rtftrtnct at wttl at retention and ditpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function o( the Series)

Lesson Plans and Training Commission Approval Sheets
These documents record the actual training presented in the classroom as well as whether
or not the materials were submitted to the Correctional Training Commisssion for approval.

7. RECORD SERIES FORMAT(S)

Letter Size Q Microfilm

• Legal Size o Computer Tape '

• Bound Book o Floppy Disk

D Audio Tape a Video Tape

a Other (Specify) '

RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X J Chronological

D Geographical

a Other (Specify)

9. VOLUME
X File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Nuiv;er

11. FILE IS USED

H Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) ) £ Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED CISEWHERE7 (If yes, specify agency or office)

Xb Yes Woodstock Academy MPCTC • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

D Yes • X) No

16. AUDIT REQUIREMENTS

a None & State . a Federal D Indeoendent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

descnbe any hardware/software)

a Yes K No

18. RECOMMENDED RETENTION

Retain for five (5) years at the institution, then send to
State Records Center for fifteen (15) years, then destroy.

Richard A ."""Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994

DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

BEPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0

P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Page. of /Q

3. UNIT

Baltimore City Detention
Center

DEFINITION • Records Series - A group of relited records normilly flltd ind uttd i t i unit for rtftrtnet i t wall i t retention ind deposition purpotts.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1-991 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Resource Materials
These materials include magazines, catalogs, newsletters, etc.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

a Legal Size a Computer Tape •

}5 Bound Book D Floppy Disk

D Audio Tape a Video Tape

a Other (Specify) '

RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

X) Chronological

o Geographical

a Other (Specify)

9. VOLUME
O File Drawer(s)
o Microfilm Reel (s)

D Computer Tape (s)
• Other (Specify)

Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
D Other (Specify)

Nui

11. FILE IS USED

O Daily Weekly • Monthly

12. FILE BECOMES INACTIVE AFTER

3
Number

• Month(s) X] Year(s)

13. CURRENT LOCATION'S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED FLSEWHERE? (If yes, specify agency or office)

D Yes X No

15. ACCESS RESTRICTIONS (If yes, cite law(s) S regulation(s)

• Yes • cK No

16. AUDIT REQUIREMENTS

K None a State D Federal D Indecendent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

f^J a Yes • X No

18. RECOMMENDED RETENTION

Retain for three (3) years or until information becomes
outdated, then destroy.

ichard A. Bradley
JZlorjornuriication/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

^WEPARTMENT/AGENCY
Department o f Public Safety
and Correct ional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. 8OX 275 - JESSUP. MARYLAND 20794

2. DIVISION

Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

Paae 9 Of / 0

3. UNIT

Baltimore City Detention
Center

DEFINITION • Record! Seri(t - A group of rtJattd rtcords normally fll»d and ui«d ai a unit for rsfsrtncs as wtll as retention and disposition purposts.

4. RECORD SERIES TITLE

TRAINING

5. EARUEST YEAR / LATETEST YEAR

1 9 9 1 TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

Minutes From Training Meetings:
These documents transcribe the activities at quarterly training meetings.

7. RECORD SERIES FORMAT(S)

^ ^ V Letter Size o Microfilm

a Legal Size o Computer Tape •

D Bound Book a Floppy Disk

a Audio Tape o Video Tape

• Other (Soecifv)

11. FILE IS USED

a Daily o Weekly X : Monthly

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Training Office
Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • X No

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and •

^ ^ descnbe any hardware/software)

l^s^ o Yes Xo No
I

|l Pnmrm in "i r"31" i on / F1 ppf- PoordinStOT—

8. RECORD SERIES SEQUENCE

a Alphabetical

o Numerical

Xi Chronological

D Geographical

D Other (Srjecifv)

9. VOLUME
55 File Drawer(s)
D Microfilm Reel (s)
D Computer Tape (s)
n Other (Specify)

1
Number

10. ANNUAL ACCUMULATION
X File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
D Other (Specifv)

1
Nuiv:er

12. FILE BECOMES INACTIVE AFTER

3 a Month(s) X Yearfsl

Number

14. IS RECORD SERIES DUPLICATED CISEWHERE? (If yes, SDecify agency or office)

)fc Yes Woodstock Academy MPCTC D NO

16. AUDIT REQUIREMENTS

$ None D State . Q F

18. RECOMMENDED RETENTION

Retain for ' three (3) years,

20. TELEPHONE NUMBER

410-637-1361

ederal o Inoecenoenl .

then destroy.

21. DATE

Apri l 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

SCHEDULE (DGS 550-1)

REPARTMENT/AGENCY

Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. 8OX 275 • JESSUP. MARYLANO 20794

2. DIVISION

Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

Pane Of /o

3. UNIT

Baltimore City Detention
Center

DEFINITION - Records Strict - A group of rtdttd rtcordt normilly flltd ind uttd i t i unit for rtftrtnct i t wall i t retention ind dltpotltion purpottt.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

General Correspondence
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S)

Letter Size a Microfilm

a Legal See a Computer Tape '

a Bound Book a Floppy Disk

D Audio Tape • Video Tape

a Other (Specify) '

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

)5 Chronological

o Geographical

a Other (Specify)

9. VOLUME
X File Orawer(s)
D Microfilm Reel (s)
o Computer Tape (s)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
X. File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)

o Other (Specify)

1
Nui v;er

11. FILE IS USED

D Daily Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

1
Number

• Month(s) H Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED fLSEWHERE? (If yes. specify agency or office)

D Yes • & No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • K No

16. AUDIT REQUIREMENTS

Xi None a State . a Federal • Indecendent

17. IS AN INDEX SYSTEM USED? (If yes. explain bnefly and

describe any hardware/software)

• Yes. No

18. RECOMMENDED RETENTION

Screen annually and destroy that material no longer
needed for current business. &/££/?>v'JS ,?r<?,

/

Richard A. Bradley
f!omm\:ni <-.ation/Fleet Coordinator

20. TELEPHONE NUMBER

410-637-1361

21. DATE

April 4, 1994
DGS 550-4 (Revised 1/93)

Figure 1


